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GLICERIA B. ROMANO                                         

284C Germise Cpd.St. Michael Subd.
Townsite, Bgy. Sampaloc, Tanay Rizal
Philippines, 1980
Tel. No. (632) 85170098
Mobile – (63) 908-8878808
                 (63) 917-5458406



WORK EXPERIENCE:

LA QUATSA TRAVEL SERVICES & CO.

Chief Operations Officer

Mandaluyong City
November  2008 – present

Oversee travel agency business. Ensure  efficient and effective delivery of the organization’s services. Recommend products and services best suited to the traveler’s needs including best routes, carriers, gateways and stopovers.  Keep abreast of the travel-related information, provide assistance in securing travel documents, process travel arrangements , formulate and implement office policies.  


HLT INTERNATIONAL, INC.
Accounting Consultant – July 10, 2006 – present

Review systems and procedures of the company.   Implement  internal controls  in handling cash  and sees to it that all transactions are properly recorded.  Prepares financial reports required by the management.  Supervises all accounting staff and their performance.  



Senior Project Accountant

PRIMARYEDGE, INC. – June 2005 to April 7, 2006

22nd Floor, Ayala Tower 1

Ayala Avenue, Makati City

Performs all accounting functions for the Project. Makes necessary adjusting entries on the books of account, responsible for the monthly interim closing of books, prepares monthly financial reports including government reports. Responsible for the renewing of all licenses of the company , coordinate and assist external auditors during their annual audit. Prepares billing reports , reviews payroll and other related accounting work.


Part-time Jobs for Accounting Services

Bookkeeper

February, 2006 - present

OSRU Manpower Services

Susana Condominium

Banahaw St., Cubao, Q.C.

Responsible for the renewal of all business permits every year. Update and maintain all financial records such as Cash Receipts Book, Cash Disbursement Book,  General Journal, and General Ledger. Prepares income tax return quarterly and annually. Assist in the filing of all Bureau of Internal Revenue Remittances, Social Security System Premium Contributions, Phil-Health and Pag-ibig  Contributions. Coordinates with all government agencies for any clarifications and regulations needed for implementation in the organization.

Assist for all problems that may arise from time to time.

Bookkeeper

Café El Grande – April 2003 – Sept.  2005

One Beatriz Tower, Aurora Blvd.

Cubao, Quezon City

Bookkeeper

Primo Corte Plastic Shoelast Mfg.– February 2004 – March 2005

Unit 1010, Wilshire Plaza, Annapolis St.

Greenhills, San Juan City

Bookkeeper

Brainchild Creative Solutions – January 2004 – June 2004

Unit 905, Eagle Star Condominium

Loyola Heights, Quezon City


Assistant Manager, Accounting Dept.

Philippine Central Depository, Inc – October 1995 – December 2002

MSE Bldg., Ayala Avenue, Makati City

Oversees accounting activities and ensure that accounting procedures are properly implemented that conforms to the generally accepted accounting principles. Supervises accounting staff, analyses financial statements, assists Finance and Risk Manager in performing his task and duties..



Auditor  - March 1999 – 2002    Board Member – March 2005 - present

Napico Multi-Purpose Cooperative – March 1999 – present

Manggahan, Pasig City

Functions as Auditor:

Set-up accounting system, internal controls and procedures.  Prepares the annual merit rating system.  Recommend various projects to Board Members for them to review and decide. Prepares annual audit report on financial and management procedures. Prepares all reports needed by Cooperative Development Authority. 

Prepares feasibility report on Water Disbtribution System of the Community that should be implemented by the Cooperative as initiated by the Barangay.

Functions as Board of Director

Participate in the review and policy making applicable to Cooperative.  Prepares the Operations Manual, HR Policies and Procedures and Employees Handbook of the Cooperative.  Member of the Strategic Planning Committee.



Project Accountant

Capital Markets Development Project 

Financial Executive Institute of the Phils (FINEX – USAID Joint Project)

Project Management Office

Prepares Report needed by USAID Head Quarters and Executive Director, such as liquidation and disbursement report: ensures that expenditures does not exceed the budget prepares financial report needed in the Capital Markets Development Council (CMDC) meeting.  Prepares Project Management Office financial reporting and fixed asset recording.



Senior Staff

Accenture, Inc. (formerly Andersen Consulting) 

Human Resources Division

Handles changes on employee compensation, record performance evaluation and implement salary increases.  Encode status of employees such as newly hired, on leave and resign and process clearance.   Review employee benefits and recommend suggestions.  Prepares reports requested by Partners.



Accountant    
SGV & Co 

Certified Savings & Loan Association

Cashier’s Office

Process short and long-term loans of CSLA members.  Recommends approval of Board of Trustees. Prepares report needed by Central Bank.  Review loans receivable and contribution collection.  Distribute semi-annual cash dividend.  Accepts payments and deposits collections.  Handles petty cash fund.



Billing In-charge

SGV & CO. 

Billing In-charge – Controller’s Division

SGV Building6760 Ayala Avenue

Makati City

Prepares billing statement, ensure that all expenses are included in billing.  Encode transactions, prepares Deed of Donation/ Debit and Credit Memo.  Send reports to all Partners regading their uncollected accounts.



EDUCATIONAL BACKGROUND:   
COLLEGE:


Adamson University





Bachelor of Science in Commerce





Major in Accounting

SECONDARY:

Dona Aurora High School





San Mateo, Rizal

PRIMARY:


Camp Crame Elementary School





Crame, Quezon City

TRAININGS/

ATTENDED:

EDP PROGRAMMING





Technology Resource and Livelihood Center





I/ACT





Windows/MS Office





Personnel Management Association ot the Philippines





(PMAP)





Job Evaluation





Meralco Foundation, Inc.





Work Attitude





Development Dimensions, Inc.





Service Plus, Inc.





Tax Seminars 




Cooperative and Livelihood Trainings





Amadeus GDS System 





Basic Fares and Ticketing




Low Cost Carrier Training





Amadeus Fares Course





Non-air Training Workshop





Via Philippines Flatform Training Programme





Abacus Basic Fares & Ticketing





Cebu Pacific Sky Partner Training





Zest Air Accel Aero Ticketing Training





Sqiva System Training




Sabre System

PERSONAL DATA:

Nickname:


Glecy

Birthdate:


June 29, 1961

Height:


5’2



Weight:
110 lbs.

Skills:
Analytical & computer literate, knowledge of Microsoft , Platinum  , MYOB, Peechtree Accounting Software. ERP, SAP and Oracle based system.

Typing  skills
 80 wpm.

Teaching Skills/Trainings

 Handled:
Accounting for Non-Accountants


Basic Taxation


Payroll Accounting


Livelihood training


Setting up a Travel Agency Business
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